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OFFICE OF INSURANCE COMMISSIONER
POLICY AND PROCEDURES MANUAL '

SUBILCT: ETHICS

ATPROVED BY:

MIKE KRVEID"‘ R, Insurance Commissioner

EFFECTIVE DATE: May 18, 2001

Approved by the Exccutive Bthics Board on May 11, 2001

1. PURPOSE:

This policy applies 1o all OIC employees and establishes cthical standards governing ¢m ployce
conduct in all department actions. It does not cover every siluation. Employccs should usc the
guidance provided by this policy or ask (heir supervisor Lo detcrmine what 1o do in specific
circumstances. [f there are any inconsistencies between this policy and any statute, the more
resirictive will control.

I1. POLICY:

A. Using Official Position

1. Emplovees May Not Engage In Activities Incompatible With Public Duties

Employces may not have an interest, financial or otherwise, direst or indirect, or
engage in'a business ar transaction or professional activity, or incur any
obligation of any nature, that is in conflict with olficial duties. RCW 42.52.020.

In aceardance with statute, RCW 48.02.090(5), employees are prohibited from
having any interest, directly or indirectly, in an insurance company other than as
a policyholder. This prohibilion includes the receipt of rencwal commissions.

Employees should avoid situations that invite a conflict or the appearance of a

conflict with tlicir cmployment, or that undermine the confidence of OIC
regulated industrics,
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2, Froployees May Not Accept Special Drivileges

Accepting Compensation, Gills, Gratuities, And Honoraria

|2

sxeept as required to perform duties within the scope of employment, no
cmployee may use & state position to sceure special privileges or exemptions for
himself or herself, or for any other person. RCW 42.52.070,

Emplayees Will Safeguard Information Gained During Employment

Fmployees may not disclose to anautharized persons confidential i nformation
gained through official duties. Employees may not use such inlonmation for
personal gain or benelit, or for the gain or benefit of others.

Taployees May Not Accept Outside Compensation For Qfficial Dutigs

Employees may not, divectly or indivectly, ask for, give, receive or agrec to
receive any compensation, gift, reward, or gratuity frorn any source excepl the
State of Washington for performing, omitting, or deferring the performance of
any official duty, unless otherwisc authorized by law, RCW 42.52.110.

Al Employvee May Accept Gifts Only In Certain Cirgumstances

a. A “gift” means anything of value for which you do not pay. “Gift” docs
not inelude items from family and friends, campaign contributions
_reported under Ch. «2.17. RCW, items exchanged by co-workers at
social functions, discounts available to menibers of a broad-hased group,
adimission to a charitable event, and other items specifically permitted by

law. RCW 42.52.150.

b. An emwplayee may accept only the following gifts:

(1) Unsolicited advertising or promotional items of nominal value,
such as pens and notepads;

(2) Unsolicited tokens or awards of appreciation in the form of
plaque, trophy, desk item, wall memento, or similar iter;

» Unsolicited items for the purposce of evaluation or review, 1f the
employee has no bencficial interest in the use or acquisition of
the item by the OTC; :

() Informational material, publications, or subscriptions related to
the emplayee’s performance of official duties;
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(3) Food and beverages copsumed at hosted receptions where
attendance is related to the employee’s oflicial duties;

(6)  Cost of admission, food, and beverages consumed at events
sponsored by or in conjunction with a civie, charitable,
governmental, or community organization.

C. An employee should reject any gift or benefit which would be a personal
benefit ar of benefit to a family member if the gift may cast doubt on the
integrity, independence, or impartiality of the cmployee or agency.

3. Cmployvees May Not Accept Specific Gifts, Benefits and Hems

u. Sinee the OIC is a repulatory agency, its cmployces may not accept
specific items from persons regulated by the OIC or from persons who
seck to provide goods ot services to the OIC. Prohibited items include:

H Payments of expenses incurred, in connection with a specch,
presentation, appearancy, or trade mission made in an official
capacity;

2) Payments for seminars and educational activities;
(2) Flowers, plants, or tloral arrangements; and

(4) “Monoraria,” which includes moncy or any itcm offered to an
employee for a specch, appearance, avticle or similar activity in
connection with employee’s official role.

%) Faod and beverages with the excoption of the items covered
under "B. 2. b.1-6." of this policy

b. Fmployces must not keep prohibited gifts, When possible, employces
should attempt to return such gifts to the donor. Prohibited gifts such as
flowers, plants, or floral arrangements (including artificial flowers) that
cannot be retwrned should be donated Lo a Jocal hospital ot nursing home.
Food and beverage items that cannot be returned to the donor, such as
cookics, candies, fruit baskets, or alcoholic beverages, should be donated
to a charitable organizaiion. The return or donation of prohibited gifts
must be done within 24 hours after receipt.
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TEmplayvees Should Avoid the Appearance of a Conflict of Interest

The policy regarding the acceptance of gifts does not cover every sifuation. An
employec should refuse a gift if the employee has any question regarding the
cthics of accepting the gift. Employees are urged to consult with their
supervisor or the OIC Human Resource Office if they need clarification
regarding the acceptance of gifts.

C.  Using Statc Resources

Employees Mav Use State Resources Only For State Busingss

Chapter 292-110 WAC, provides rules for use of all state resources. “State
resources” fnclude personnel, property, time; and maoney. Lmployces may use
state resources only for official purposes, and not for personal benefit or the
benefit of others.

a. WAC 292-110-010 (3), commonly referred to as the de minimis use
rule, allows employees Lo occasionally use state resources for other than
official state purposes if the use:

)] Causcs no cost to the state;

(2) Docs not interfere with oflicial dutics;

(3 [s bricf in duration and does not distupt or distract from the
conduct of state business due 10 volume ot frequency;

4) Doesn’t compromise the securily or integrity of state information
ar sofiware.

b. The QIC may authorize a use that promates organizational cffceriveness
or enhances the job-related skills of an employee.

C. Examples of de minimis use are outlined in WAC 292-110-010 (3) and
in OIC Policy 42, Internct Usage,

d. Union representatives may use state resources in accordance with the
Collective Bargainivg Contract and any amendments to that contract.

€

Solicitations for non-profit groups (¢.g., candy sales by employecs’
children, fundraising for charitable organizations, etc.) may be posted on
cmployce bulletin boards or placed in the break room.
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Qceasional And Limited Use Does Not Inglude The Following:

a. Conducting an outside busincss;

b. Supporting, promoting, or soliciting for an outside organization or group
except as provided in "1.e " or as provided by law.

c. A campaiyn o polilical usc;
d. Commercial uses such as advertising or sclling;

e, Desk-lo-desk or office-to-office solicitation for profit and ¢r non-profit
organirations; or

f An illegal activity.

Employees May Not Use Computer Resourges For Personal Business

Compuler vesources may not generally be used for personal business, even if
there is no cost 10 the state, Refer to OIC Policy 42, Internet Usage, and the
cthical guidelines issued by the State Executive Erhics Board,

r Persanal Business

o e A o e e i ]

Employees may not use consumable iterns such as paper, envelopes, ot spare
parts for personal business.

Electronic Meossaging And Communications Systems Are State Resources

d. Employces' use of state messaging and communications systems must
comply with the ethical guidelines issued by the Executive Ethics Board.

. Refer to OIC Policy 45, Use of Glecironic Mail, OIC Policy 46, Cellular
Phones, and OLC Policy 47, SCAN Usage.

Emplovees Should Report Improper Use Of State Resourees

a. Any OIC cniployee who suspects or kaows of improper use of state
resources should report it to a supervisor, manager, Deputy
Commissioner, the Exccutive Lithics Board, or the State Auditor.

b, Reler to State Auditor - Whistle Blower Policy (oa Intranet under O1C
Policies and Procedures)
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7. Supervisors Will Report Improper Usc Of Statle Resources

Supervisors will notify their Depuly Commissioner il they become
aware of improper use of state resources by employces,

D. [dentitying Conflicts of Interest

1. Lmployees Cannot Work On Relative's Or Friend's Insurance Complaints Or
Jsguns,

To avoid any appearance of a conflict of interest, employees must refer
insurance complaints or issucs that involve relatives or friends (o their
supervisor (o be veferred to another employee for resolution.

2. Fmplovees Must Disclase Actual, Potential Or Perceived Conllicts Of Interest

a. Employcts must nolily their Deputy Commissioner of any new situation
or changed circumstances involving an actual, potential or perecived
conflict of interest as soon as the employee becomes aware of it.

b. Employees must submit a completed disclosure form when they acquire
a beneficial interest in, or becomie officer, director, or pariner of a (irmn.

3. Repulatory Employecs Must Disclose Actual, Potential Or Perceived Conficts

a, Upon hire and on an annual basis, cmployees who are personally and
substantially involved in regulatory activitics must identify actual,
potential or perceived conflicts of interest in entities regulated by the
OlC.

b. The commissioner or designee may act to eliminate an aclual, potential
or perceived conflict of interest when presented verifiable information
indicaring a conflict of interest.

L. Restricting Political Activitics
1. State Law Restricts Political Activities Of Bmployees
a. Employces may not engage in political activi{ies during working hours.

This includes the display of political signs or materials on desks, in work
gpaces or on State vehicles. :

b. Employees may not solicit or aceept contriburions for a political purpose
during working hours or on state property. “Political purpose” means a
candidate, political committec, ballot issue or cause.
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2. Employees Mav Provide Information In Certain Situations ,
Employees may provide information or respond to questions or inquirics from : ;f,

the piblic or elected officials if responding or giving such information is part of
the employees” official duties.

3. Stales Resources May Not Be Used T'o Assist Political Aclivities

No officer or state employese may usc or authorize the use ol facilities ol an { :
agency, direcly ot indirecly, for the purposc of assisting with a campaign for
election, of a person to an oflice or for the promotion of or opposition of a ballot
proposition. Facilities of an agency include, but are not limited to, use of
stationery, postage, machines, and equipment, use of state employees of the E
agency during working hours, vehicles, office space, publications of the agency, '
and clientele lists of persons served by the agency.

F. Requiring Notice Of Outside Employment !
1. Emnloyees Must Obtain Approval Of Qutside Employment P
A, Bmiployees considering etmployment outside their regular position with

O1C must oblain approval before accepting the outside employmient.

b. QOutside employment includes, but is not limited 1o
€Y Employnient by a private company or public agency;

(2 Ownership ov operation of a private business by the employee or E
the employee’s spouse; ‘

3) Employment as a consultant or advisor; and
(4)  Personal services contracts with the state or other public agency. i

c. Qutside employment must not conflict with the proper performance of
assigned dutivs or resull in a conflict of interest.

d. Fmployces may nol solicit or accept any offer of cruployment if they [
have reason 1o believe the offer is made to influence the performance of :
their official duties and obligations.

C. Pmployees may not accept cmployment or engage in any business or
professional activitics that require or induce the disclosure ol b
confidential information acquired by yeason of their official position.
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2, Factors To Consider Before Approving Outside Employment

Before approving outside emnployment, Deputy Commissioners will consider
whether the person or organization offering the employment:

a. Is regulated or licensed by the OIC
b. Daes business or has a contract with the OIC, or
¢ Tries to influence OIC’s policies or regulations,

G. Employment Atter Termination
l. Siate Law Restricts Certein Employment Aller Termination
a. All of the provisions of RCW 42.52.080, Employment After Public

Service apply.

b. A former OLC employee may not assist other people in a transaction
wvolving the slate 1f, at any titue, the employee participated in that
transaction duving his or her state employment.

2. Afier leaving OIC employment, a former employee may not accept any offer of
cmployment or receive compensation if:

a. A reasonable third party would pereeive that the intent of the offer of
employment is (o influence performance or non-performance of the
employee's duties during state eruployment,

b. The employee pereeives the pmpose of the offer was to influence
performance or non-performance of official dutics during the course of

state employmoent,

T1. Restrictions On Accentng Employment

1. An employee may not accept employment or engage in any business or
professional activities requising or inducing the disclosure of confidential
information acquired by reason of his or her official position. This applies both
during employment with OIC and for one year after termination of employment
with OfC.

2, Employces should seck advice from the Washington State Exccutive Ethics
Board ov the Attorney General's QOflice on how the restrictions would aflect
post-state cmployment opportunities.
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